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Description: This training module will take you step-by-

step through the login process and the GSA

user homepage in the Regional Business

Application (RBA) IT-Solutions Shop (ITSS)

component.

Navigation: If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to 

the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on 

“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide.  To go back, click on 

the “Backspace” key. 



Login & Homepage Glossary
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Term Definition

Locked A state of the user’s account where the user is unable to login to the system.  

Accounts that are locked must be unlocked by the RBA Registration Desk.

Session Period of time between when the user logged into the system and logged out.

Terms The terms of the system that the user must accept in order to login:

********* WARNING *********

This is a U.S. General Services Administration Federal Government computer 

system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring. 

Individuals found performing unauthorized activities are subject to disciplinary 

action including criminal prosecution.

********* WARNING *********

Username A unique username assigned during the user registration process.  Usernames are 

used to identify the user during login and authorize roles within the system.  

Usernames may or may not contain the user’s middle initial.



RBA Login Page
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Enter your unique username and password 

as assigned during the registration process

Click Forgot Password to get a 

temporary password emailed to you

Users must agree to the terms 

by checking the checkbox



Forgot Password Request
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Enter your username exactly as you are registered and click Submit.

The system will email you a temporary password and force you to change your password.
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Account Lockout

 After four consecutive failed login attempts, the 

system will lock the user’s account

 Users must contact the RBA Registration Desk to 

unlock the account
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Password Policy

 Passwords expire every 60 days

 For security purposes users are required to change their 

password every 60 days

 Passwords must:

 Contain at least twelve characters

 Contain at least 3 of the following 4 character varieties:

– Upper Case Letter

– Lower Case Letter

– Number

– Special Character

 Differ from the previous ten passwords for that user 7
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Session Expiration

 If a user’s session is inactive (aka idle) for 15 minutes 

then the system will prompt the user:

 If a user’s session is inactive for 20 minutes then the 

system will automatically log out the user for security 

purposes
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Session Expiration Confirmation
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GSA User Homepage
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Log Out link 

is always 

displayed in 

the upper 

right corner

Quick links are shortcuts 

to common functions

Click on an action item link or 

view to take action on a task 

assigned specifically to you

Navigation bar displays tabs for 

users to jump to different functionality Application tabs allow authorized users to access 

ITOMS and the GWAC Management Module
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Questions & Support

 For questions regarding Registration or the Login & 

Homepage training  module please contact RBA 

Technical Support: 

 Phone: (877) 243-2889

 Email: helpdesk@gsarba.com
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